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APPENDIX E. Sample NPD and NPR
E.1 Sample NPD

| HODHS Library | Qvganization and Administration(1000s) | Search

NASA NPD1400.11

PDliC‘j" Effective Date: Manch 03, 2005
A = Experation Dabe: WMarch 03, 2010
Directive

COMPLIANCE 15 MANDATORY

Subject: Documentation and Promulgation of Internal NASA
Requirements

Responsible Office: Office of Infrastructure and Administration
Agency-level Directives Management Process, MM 1800-28

1. Policy

a. NASA's palicy is 1o establish, document, and promulgate intermal MNASA
requiramants whare recessary to fulfill the Agancy’s vision, missicn, and extarnal
mandatas

{1y An intarnal NASA requingmant is & statamant of mandatory instructions, impesed
by NASA, that a MASA employes or organization must perform or a statement of form
af function that & piece of equipment of system must miet

{2) Aninternal NASA requirements document is any decument used to record and
comemunecali the interral reguiremants and responsibidities necessany 1o fullil the
Agency's vision, missien, and external mandates,

o Allinbarnal MASA reguirements documents shall:

{1} Support the fulfiliment of NASA'S vision, mission, of extemal mandates. (See NPD
1000.1. The NASA Strategic Plan.)

{2) Be developed and controlled by a documented procass,

{3) Be clearly labeled as containing requiremants

{4) B made available Agencywide to those whe noed them

{5 Ba verifable.

{8} Be cuirant.

o, HASA's policy states that whan internal MASA requiremants meat and excead
exfernal requinements, thereby making internal requirements mode siringent, internal

MASA requiramants shall apply. (See Attachmant B for examples of axternal
requiramants.}
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d. MASA directives shall take precedence over all cther imbernal MASA reguirements.
The flow and coder of precedence for intemal MASA documants are described in
ARachrant B. The fallewing decuments consbtube NASA directives:

{1} MASA Policy Directive (MPD). NPDs are policy statements that describe what is
reguired by NASA management to achieve NASA'S vision, mission, and extarnal
mandates and wha is respansible for carrying out those requiremants. An NPD may
be referenced by one of mere MASA Precedural Reguirements (MPR), Center Palicy
Dwactives (CPD), Center Procedural Requirements (CPR), or other internal
requiremants. NPDs shall apply to NASA Headquariars and NASA Cantars, incleding
Component Faciliies, The signatary authedity for MPDs shall be the Administratar,
(Sea NPR 14001, NASA Directives System Procedural Reguiremants. )

{2} NASA Procedural Requiremerts (MPR). NPRs peovida Agency mandatesy
Instructions and requiremants 1o Implamant NASA policy a5 delineated in an
associated NPD, All NPRs shall relate to an NPDys). NPRs apply to MASA
Haadquarters and NASA Centers, including Component Faclliies. The signatary
autherity for NPRS shall ba the Official-in-Charge (QIC) of the Headgquarters Office
ariginating the NPR [See NPD 10003, The NASA Organization, 1.2.2 Officials-in-
Charge (0IC) of Headquarters Offices)) of the Administrator.

{3 NASA Interim Directive (NID). NIDs provide an immediate, shart-term statement of
the Agency's policies and responsibidites for policy implementation. NIDs shall be
Bsswed with @ mandatory expiration date not te axceed 12 menths frem the date of
issuance. MIDs shall apply to MASA Headquarters and MASA Centers, including
Compenant Facilites. The signatory authcsitses for NIDs shall be the Official-in-
Charge of the Headguarters Office crginating the NID or the Adminisbratar,

{4) Contar Policy Directive (CPD), CPDs define Conter-spacific policy requiremants
and responsibiliies. CPDs shall comply with reguirements delineated in associated
MPD= of MPRs. CPDs shall apply only to the issuing Center and operations parformed
by MASA parsonnel at that Camter. Canter Directors, or designeais), shall be the
signatery authority for CPDs.

{5) Cantar Procedural Requiremants (CPR). CFRs estabish Cantar-specific
procedural reguiremants and responsibilities to implement the policies and pracedural
recquirements dafined in reloted NPDs, NPRs, or CPDs. CPRs shal apply enly 1o the
issuing Cenber and operations perfarmed by MASA personnel at that Coenter. Center
Directors, or designee(s). shall be they signatory autharity for CPRs.

{8) Cenfer Interim Derective (CID). CIDs provide an immediate, short-term statemant of
the Center's palicies and responsibilities for policy implementation. CIDs shall be
szswed with a mandatory expiration date not e exceed 12 menths frem the date of
issuance, ClIDs shall apply only to the issuing Center and operations parformad by
MASA persennel al thal Canter. Center Directors, of designee(z), shall be the
signatery authrity for CIDs.

. Internal MASA documents other than drectives, such as the examples mentioned in
Attachmant &, becoma requiremants when a directive specifies its use orwhana
MASA manager with autharity over a MASA program, project, of other actiity,
identifies it as a requirement.

2, Applicability
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a. This NPD ts applicable to NASA Headguarers and MASA Centars, including
Campenant Facilities,
&b This NPD is applicable to internal MASA requirements developed or revised afber
the effective: date of this NPD,
3. Authority
a. 42 US.C. Sec. 2473 (g1}, Section 203(c1{1) of tha Mational Aeranautics and
Space Act of 1538, as amandad,
b 41 CFR Part 102-193, Creation, Mainenance, and Use of Recerds.
4. Applicable Documents
a. NPD 1001.0, NASA Strateghc Plan.
b. NPR 14001, NASA Directives System Procedural Requiraments,
5. Responsibility
a. The Asskstant Administrater for Infrastructure, Managamaent, and Headquariers
Operations shall establish and maintain the requirements for documentation and
promulgation of internal NASA requirements.
b. Officials-in-Charge of Headquarters Offices and MASA Center Directors shall
ensune that all inbernal MASA reguirements documents developed under thalr
authority comply with the: provisions of this NPD,
. Tha NASA General Counsel, or designea, shall review NPDs. NPRs, and NIDs for
legal propeiety and provide comments during coordination and prios 1o the release of
the decument for use.,
d. The Canter Chiof Counsal, or designes. shall review CPDs, CPRs, and CIDs for
legal propeisty and provide somments during coordination and prios 16 the release of
tha documant for use.
@ The Inspector General, in accondance with Public Law 85-452, Section 4{apz), i3
responsible for reviewing and commanting on all directives during the Official Review
Process far any impact on economy and efficiency in the administration and
oparations of MASA programs and o peevent and detect fraud, waste, and abuse in
HASA programs.
6. Delegation of Authority
Mane.
7. Measurements
a. The Office of Infrastructure, Management, and Headquarters Cparations shall
maasura compliance with this directive by:
NPR 1400.1D - AppendixE Verify Current version before use at: Page 4 of §
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{1) Montoring assessmants, audits, and sunellance results from Officials-in-Charge
of Headguaners Offices and NASA Contar Directors,

{2) Menitoring whether Esunnce, cancellation, and revision of intemal NASA,
requirements are being effectively disseminated,

b Officiats-in-Charge of Headguaners Cffices and Canter Directors shal manitor, at
an interval based on the level of risk fo the Agency, whether their organization's
intarnal MASA requiremants comaly with the requirements in Section 1.b by:

{1} Supporting the Tulfillment of NASA'S vision, missicn, of extemal mandates as
evidenced by shewing the intermal requirement traceability 1o official written palicy or
appropriate legal authority.

{2) Damuonstrating that intemnal requiremants are devaloped and controlled by 8
documanted procass as avidenced by an approved writlen procedure on that process,

{3) Demuonstrating that intemnal requirement decumants are clearly labaled as
containing requiremants,

{4) Demuonstrating that intemal requiremaents are accessibhe o the people who wse
tham as evidenced by having them Web-accessible folder- accessible, or accossible
oy othar means sutable 1o the inended audisnce.

{3) Demonstrating that intemal requirements are vedifiable as evidenced by a stated or
obvicus method of proving compliance.

{8) Demonstrating that intemal requirerents are cumment as evidenced by having an

expiration date that has net passed and having 8 documanted account of poriodc
raviews to determing if content is up to date

8. Cancellation

WPD 1400, 1H, NASA Directives System, dated February 13, 2002.

Isi Fred Gregory
Deputy Administrator

Attachment A: (Text)
Part|

Additional References

a. 40US.C § 1401, 1421-1428, 1441, The Clinger-Cohen Act, as amended,

b 44 US.C 53501 et seq., the Papervork Roduction Act of 1953, 05 amended,
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& 5U.5.C. App., Inspector General Act of 1578, as amended.
d. 36 CFR Chapter X1|, Subchapter B, Records Management.
@. NPD BOT0,6, Technical Standards,

Part

Other Internal NASA Documents

Intemmal NASA documents other than directives, such as the examples mentioned
below, become requirements when a directive specifies its wse of when a NASA
manager with autharity ower a MASA pregram, projact, or othar activity, identifies it as
a requirgmant

Examphes of cther MASA inbarnal documants:

1. MASA Technical Standards. MASA technical standards are NASA documants that
contain comman and repeated wse of nules, conditions, guidelines, or charncianistics
for products or related processes and production methods and related management
sysbems practices. NASA technical standards may contain the delnition of tarms;
classification of components; delineation of procedues: specification of dimensions,
materials, perfarmance, designs, of operations; measurement of quality and gquantity
in descriting materials, processes, products, systems, Sendces, of practicas; test
mathods and sampling procedures; or descriptions of fit and measurements of size or
strenglh. Within MASA the broad term "standard” may include the fallowing speciic
dogumaent types: codes, guidebocks, handbocks, specifications, and standards,

2. Plans, Plans are MASA decuments that presant geals, objectives, and aperational
details to guide users in achieving NASA's mission. NASA'S planning process stars
with long-ferm vision and mission and flows to maore focused near-tarm plans and
dogumernts. Apgendix I of NFD 1000.1, HASA Strategic Flan, describes the
relationship among strategic and planning documants.

3 Manuals. Manuals are MASA documents that explain functions, oulling procedures,
ar provide additional details for an aperation, Manuals usually contain cxamples bo
help users parform specific tasks.

4. Waork Instructions. Work instructions are MASA decumants that contain instructional
requirements applied to an individual arganization. They define the processes used 1o
dalivar products b customers or to meet the arganization’s missken requinaments as
defined by directives.

5. Agreamants. Agreamants in the condat of this NPD are HASA-documented
[ it bty MASA organizations or bab a NASA individual and
another MASA paty.

(URL for Graphic)
Attachment B

Attachrnand B:
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Flow and Order of Precedence

Heads of
Departments and
Agencies; or other

(MPDs)*

L]

(CPDs)*

v

Center Procedural
Requirements (CPRs)*

L]

Center Interim Directive

(CIDs)*

External —
Requirements NASA Directives
(e.g., Federal, State, NPD 10000, NASA Strategic
or Local Laws; 1.5, CnvcrEr:a nactilandbmk Internal NASA
Code; Code of - Documents
Federal
Regulations; NPD 1001.0, 2006 NASA
Executi d ders: Strategic Plan
o f_?icu T.;e rders; o Internal
ce o . b
Management and Y fﬂ?mﬂinm ASA
Budget (OMB) NPD 1000.3, NASA Diroctives
Circulars, Bulletins, B
and Memoranda; .
! v * Guidance
Memoranda to MASA Policy Directives documents

* Any document

external E;:s;_t Procedural lt}:;‘:rﬁzz‘;fii the
: uirements 5 )"
R conduct of NASA
¥ business (e.g.,
NASA Interim Directive MNASA Standards,
(NIDs)* Plans, Manuals,
Internal
_ *_ _ Agreements,

Center Policy Directives Work

Instructions. See
Attachment A.)

*MNote: There are multiple NPDs, NPRs, NIDs, CPDs, CPHs, and CIDs, and there may be more specific
hierarchical relationships among these documents. This chart is simplified. Refer to other documents or
hierarchical trees to see the relationships among various programmatic and functional areas.

E.2 Sample NPR

E.2.1 Use this NPR (NPR 1400.1, NASA Directives System Procedural Requirements) as a sample NPR.
E.2.2 (CLICK HERE to retrieve the MS Word version of this NPR)
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